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Chief, General Services
Chief, Records Management & Distribution Branch

Weekly Report of Operations for the period ending

4 March 1953
Personnel On Duty Vacancies In Process
Office of Chief s} 0 25X1
Rcds. Mgt. Section L 6
Rcds. Center Section 1 1
Mail Control Section % lé
23

1. No. on leave three days or more: . '

Records Mgt. Section- @

Mail Control Section- g2

Records Center Sec.- ]
2. No. on special detail out of office__2 . How long?

Records Mgt. Section- 1 Full week

Records Center Section-

Mail Control Section- 1 Iyll week
3. Where: One Records Analyst to Jackson Commission.

One man in Transportation Division as full time courier.

4. No. pending resignation, transfer and/or reassignment:

Records Management Section- (

Records Center - 1

Mail Control - 14
5. Specific cases on item 4 not in previous reports. 25X1

6. New applicants interviewed _One . Recruited by Personnel_One |
Recruited by this office_None .
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Administration and Problemss

%@gﬁ%@% Management Secti. Inat&llatiwn of the new filing system
or Col, Grogants aff o uas begun Monday, The instruction of

the office persomnel in the various phases of classifying, filing,
and other techniques is now in progress. i

A representative of the Department of State was contacted in order
to discuss means for simplifying snd expediting State Department
approval for Agency personnel to examine "restricted access" nmatere
ials maintained by the National Archives for the Department of State,
Previously, 2 letter was written to the Department of State request
ing approval for each case, Upon receipt of a reply, another letter

was written to Nationmsl Archives requesting access to the material

and indicating State Department approval had been given, In the
future, a letter addressed to the National Archives will be ronted
through the Department of State fcr approval and forwarded by them
to the National %rehivaa.

1 A review was made of the procesaing tine
£ =334t %al digtributiion of the last 10 CIA notices,
and 4 regulations, Processing involves counting in accordance with the
distribution required, packaging and addressing, The elepsed time
also includes the time the material is waiting to be picked up by
the courier, For nétices, the average time was 1 hour and 30 minutes;
for regulations, the time was 2 hours and 35 miputes,
i
Mail Control Section: The Office of P&S has reported that the two
" ordered for courier service sre scheduled for delivery
by 23 March, A procedure has been prepared covering the operations
invelving the use of the new trucks,

On Wednesday, 4 March 1953,[:::::::;;:]0f the Mail Control Section, 25X1
nade arrangements with lfr, ‘lorley of the Highwéy Division to have
several of the courilers tuke a driving test whieh will qualify them
to drive a ton and one~half truck, Mr, Yorley agreed to call
| uhen he had a truck available for this test and assured
1at 1t would be well in advance of the delivery date of the
two new m&&l trucks,

Courier Service to the home of the Deputy and Usputy Director:

27 Feb, 7:00 P,M, trip to| | home., | 25X1
1:40 AM, trip from| |home to CIA 25X1

On Yednesday, 4 March, a courier was ass 'gned to make a trip to

New York City for the JIA commitiee, In additlon, aniaverage O&f five
calls per day were received from that office requesting special
loeal courier service,

A survey of the delivery service for reproduction materisl was
] o recommendations is now being typed and
wing weok,
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Average Week

This Week 1st 6 Months
1. Microfilming
Images filmed-Rotary Camera yAk] 21,300
Flat-bed Camera 6,322 13,000
2. Records Center-(all figures in cubic feet)
Records received for processing
~ and storage 67 ——
References to record material 115 220
Records material destroyed 1 —
3. Supplemental Distribution Center
“a. New méterial for stock:
Information Reports ' TLE 5490
Intelligence Reports 40 63
b. Supplemental Distribution:
Information Reports 215 2290
Intelligence Reports 199 160
Notices : 5] 54,
Regulations _ 14 145
Others ") 14
c. Initial Distribution:
Notices 4 3.8
Regulations A 1.8
Others 1 o3
k. Mail Activities
a. Post Office Mail :
Incom%ng v Ly T4 5,150
Outgoing 7,475 $,550
b. Postage expended - & 859,50 775,00
¢. B8cheduled Courier trips 224, 215 o8’
d. Special Courier trips ot 33,4
e. Inter-agency mail by Courier
Incoming 1,335 77C
Outgoing 2,095 1,275
f. Personnel actions:
Recruitments 2 —
Separations 1 ——
g. Use of Motor Pool Vehicles
Available < e
Available but delayed 2 —
Not Available O™ Ly E AL 3 —
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